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Creating Report Templates

Local administrators are able to create and share (if desired) reporting templates. The reporting window can be
accessed from the “Admin (.)” button in the upper-right corner of the screen.

From “Local System Administration” click “Reports”.

¥ 2: mgrl-ma-demo-globaladmin®PIED-AUB-isl. demo.gapines.org

Fle Edt Search Grculation Cataloging admin () Help

1 Local Administration

Local System Administration

Workstation Configmration Library Configuration Maintenance Reports
Global Font and Sound Settings Closed Dates Editor Pull List for Hold Requests (Testing)
Printer Settings Editor Copy Locations Editor Pull Tist for Hold Recuests (Classic) (Testing)
Library Settings Editor Eeports
Non Cataloged Types Editor Cash Reports
Statistical Categories Editor Transit List
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Creating Report Templates

The Reporting screen will look blank the first time you access it, but we will use the following steps to populate this page
with your report templates and archived outputs.

¥ 2: mgrl-ma-demo-globaladmin®PIED-AUB-isl. demo.gapines.org

Fle Edt Search Grculation Cataloging admin () Help

1 Local Administration |

-

You are [oaged in as morkma-demo-globaladmin

My Folders
» D Templates
» O Reports
» 2 output

[Shared Folders
D Templates
D Reports
U output
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Begin by clicking on “Templates” under My Folders to create a sub folder to store your libraries templates. If you have

Creating Report Templates

multiple admins who prefer their own style of template, you also could create subfolders for them.

¥ 2: mgrl-ma-demo-globaladmin@PIED-AUB-isl. demo.gapines.org

Eile Edit Search Circulation  Cataloging
1 Local Adminiskration |

Go Back

Admin (-} Help

My Folders
D Templates,
D Reporis

) output

reate a new sub-folder. Folder type: Template

Print Page

You are logged in as mgrkma-demo-globaladmin

Folder MNarme:

L ]

Share this folder

Share with

Danatshare &

Shared Folders
D Templates

D Reparts

1 output

‘ Auburn Public Likrary e ‘

Create Sub Folder

It is also possible to share your templates with other libraries in your system or share them consortium wide. This is

achieved by selecting “Share” from the “Share this folder:” dropdown menu and chosing the prefered group to share
with from the “Share with:” dropdown as shown on the following page.
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¥ 2: mgrl-ma-demo-globaladmin®PIED-AUB-isl. demo.gapines.org

Creating Report Templates

Fle Edt Search Grculation Cataloging

1 Local Administration |

Admin () Help

You are [oaged in as morkma-demo-globaladmin

My Folders

D Templates
U Regans
0 cuput

[Create a new sub-folder. Folder type: Template

Folder Mame

Union Caunty Public Lik

Share this falder.

Share with:

[Shared Folders
D Templates
D Reports
U output

PINEE Cansortiurn
“ictory Regional Library System l

Auburn Public Librany

After you have named the folder and chosen any sharing options click “Create Sub Folder” to finish. The “Action
Succeeded” dialog will appear confirming the creation was successful.

The page at hitp:/fdemo.gapines.org says:

2N

Action Succeeded
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Creating Report Templates

Next we will create subfolders for reports. Click “Reports” under My Folders to create a sub folder to store your
libraries reports.

Again, give the folder a name and chose your sharing preferences.

¥ 2: mgrl-ma-demo-globaladmin®PIED-AUB-isl. demo.gapines.org

File Edt Search Grculation Cataloging admin () Help
1 Local Administration |

You are [oaged in as morkma-demo-globaladmin

My Folders Create a new sub-folder . Folder type: Report

’ Folder Name: Union County Public Lik|
» D Templates 2
D Reparts Share this falder.

0 output Share with:

‘ Auburn Public Library A ‘

Create Sub Folder

[Shared Folders

D Templates

D Reporls
) output

After you have named the folder and chosen any sharing options click “Create Sub Folder” to finish. The “Action
Succeeded” dialog will appear confirming the creation was successful.

The page at hitp://demo.gapines.org says:

&
L Action Succeeded
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Creating Report Templates

Finally, we will create subfolder for the report outputs. Click “Output” under My Folders to create a sub folder to store

your libraries reports.

2: mgrl-ma-demo-globaladmin@PIED-AUB-isl. demo.gapines.org,

Eile Edit Search Circulation  Cataloging

LLoca\Edm\mstrat\on |

Admin (-} Help

Print Page

You are logged in as mgrkma-demo-globaladmin

Go Back

My Folders
¥ Templates
v Bﬂegnns

=L Union County Public Library

Create a new sub-folder. Folder type: Output

Unian County Public ik

Folder MNarme:

Share this folder

o

Share with

‘ Auburn Public Likrary

Create Sub Folder

Shared Folders
D Templates
1) Reports
U o

Now, by clicking on the brown arrows under My Folders you will see the subfolders you have created for your library.

The following pages will document the process to create report templates and create, run and review reports based on

those templates.
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Creating Report Templates

From the My Folders pane, click on the folder corresponding to the desired location for the template to be saved. In this

case, Union County Public Library.

The window below will appear. To create a new template click the link for Create a new Template for this folder.

¥ 2: mgrl-ma-demo-globaladmin®PIED-AUB-isl. demo.gapines.org
Admin () Help

Fle Edt Search Grculation Cataloging

1 Local Administration |
You are [oaged in as morkma-demo-globaladmin

Manage Folder |

payFolders Manage Folder Contents
v aTemg\ates
Union County Public Library: created by mgrl-ma-demo-globaladmin

_' SRapm‘ts
Create a new report from selected template v H Submit

@ Union County Public Library
=' SM Lirnit output to Create a new Template for this folder

""" Q Union County Public Library No items to display
Shared Folders
D Templates
B Reports
U cutput
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Creating Report Templates

The following window allows administrators to pick what sources in the database to build their reports from. Items such
as item age, title, barcode, patron barcode, last checkout date/time, total circulations, etc. can be chosen as Displayed

Fields in reports.

Eil=

2: mgrl-ma-demo-globalads

Edi

Search  Circulstion  Cataloging

1 Local Adminiskration |

Go Back

Open Circulation Balancs by User Home Library and Owning Library
©pen Circulation Billing by Circulating Library and Owning Library
©pen Circulation Billing by Owning Library

Al fwvailsble Sources

acnn
afr
Age Hold Protection Rule

Billing Line: Tterm
bren

Call Number/Volume

Print Page

ahem
- Database Source Browser -
| sources a0
Core Sources e veta Type. ) || Field Transform Output Type )
Biblisgraphic Record aoucd
Circulation aouhoo
Classic Circulation Yiew aoup
Classic Ttem List aous
Classic Opan Transaction Summary ard
Copy Transit are
Hold Request am
Hold Transit ascecm
1L5 User Asset Skatistical Category
1In House Use Audience Map
Ttem ausp
Mon-cataloged Circulation Basic Record Descriptar
Mon-cataloged In Houss Lise Biblingraphic Record
Open Circulation Balance by Circulsting Library and Owning Library Billable: Transaction
Open Circulation Balance by Owning Library Billable: Transaction Summary

Add Selected Fields

Open Circulation Biling by User Home Library and Owning Library CATL Entry
Qwerdue Circulation CATZ Entry Source St 5
Paymets: Al chreb
Payments: Brick-and-mortar chrebi
Payments: Desk chs
Payments: Nan-drawer Staff ccb

echi

ccnb

cenbi

s

Check Payment

Circulation

Circulation Type

Classic Circulation Yiew

Classic Item List

Classic Open Transaction Summary
cmf

cnal

Copy Hote

Copy Transit

Copy,Shekving Location

cred
Alter Display Header ] [Change Transform = Ef crrf
st

cub
cubi
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For the case of this tutorial, we will create a report to help circulation staff clean the holds shelf of items which have not
been picked up after 14 days.

*13: admin@HMMPL -isL-mikepeters.evergreen. lib.in.us.

Fle Edt Search Grculation Cataloging

1 Local Administration |

Creating Report Templates

Admin () Help

+ Database Source Browser

Sources + | | Source Speciier: |0 pequest
Source Name B ||| Field Name Data Type| B3| || Fisld Transfarm
Hold Request Hold ID id -] ata
Hold Type text
Hold Liser link:
Heldable Formats {for M-type held} text
Ttem Selection Depth
Last Targeting Date,Time timeskamp
Motifications Phone Humber text
Hotify by Email? bool
Pickup Library org_unit
Request Date/Time timestamp
Requesting Library org_unit
Requesting User link
Selection Locus org_unit
Target Chiect ID link
Thaw Date (if frozen) timeskamp
~

Add Selected Fislds

Template Configuration

Mame: | Clean Shelf (stale hold shelf report) (clone)

Description:

=

Displayed Fields | Bass Filters

Display Name Data Type
Pickup Library text
Capture Date{Time timestamp
Customer Barcode text
Itsm Barcode text
Title Proper {normalized) text

Field Transform

Raw Data
Raw Data
Raw Data
Raw Data
Raw Data

a

Alter Display Header | | Change Transform = Move Up Move Down

Remove Selected Fisld

Soures Specifist
Hold Request

Hald Request: :: Currently Targeted Copy

Hald Request - Item -5 Call Mumber/Volume - Bibliographic Record 1 Simple Record Extra. ..
Hold Request -» ILS User it Current Library Card

Hold Request :: Pickup Library

a

Select “Hold Request” from dropdown then double click +Item from below. Several Field Names will appear in the
middle pane. Double click the desired Field Name, in this case, “Pickup Library” or click “Add Selected Fields”.

Continue on by adding Capture Date/Time, Customer Barcode, Item Barcode, and Title Proper.
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Creating Report Templates

Finally, give this template a descriptive name and a description for later identification, then click “save”.

The page at hitp:ffevergreen.lib.in.us says: E'

. Mame : Clean Shelf (stale hold shelf report) (clone)

)_,'—r’l Description:

Save Templater?

| QK | [ Cancel

A confirmation will again appear. Click OK to save the template.

The page at hitp:ffevergreen.lib.in. us says:

. Template Clean Shelf (stale hold shelf report) (clone) was successfully saved.,

| Ik | [ Cancel
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Creating Report Templates

Click the brown arrow next to “Templates” to reveal the Union County Public Library folder we created previously. In

the list to the right, you will see the name of the template we have just created.

¥ 2: mgrl-ma-demo-globaladmin®PIED-AUB-isl. demo.gapines.org
Fle Edit Seach Greulation  Cataloging

1 Local Administration |

Admin () Help

You are [oaged in as morkma-demo-globaladmin

My Folders
va Templates

Manage Folder Contents

Manage Folder |

Union County Public Library: created by mgrl-ima-demo-globaladmin

» D Reports
o Create a new report from selected template b H Submit ]
Output
Ehared Folders Limit output to Create a new Template for this folder
D Templates Select Al Mone | name description ‘ create_time | owner
D Reporis [P ltern, ltem Age, Last Checkout, Total Checkouts 2008-08-0311:13 mgrl-ma-demo-globaladmin
1 output

To create a report from this template, place a check in the box under “Select” and click “Submit” next to “Create a new

report from selected template” in the dropdown. If we wished to create multiple reports, we could do so by selecting

one, a few, or all of the templates in the list.

EVERILIGREEN

INDIANA.

OPEN SOURCE INTEGRATED LIBRARY SYSTEM



Creating Report Templates

After clicking submit, the Reporting Options screen will appear.

¥ 3: admin@HMMPL-isl-mikepeters.evergreen.lib.in.us

Eile Edit Search Circulation  Cataloging Admin (-} Help

lLoca\;dm\mstrat\on |

o Back Print Page_]

Wy Folders [Template Name: Clean Shelf (stale hold shelf repor) (clone) ~
v ﬁTemg\ates Template Creator: admin
= testing (HMMPL) [Template Description:
va Reports Report Name: 2sting Clean Holds Shelf
U testing 5.2.2008 Testing Clean Holds Shelf
» O output Report Description:
Shared Folders o
= ickup Library
] Templates Capture Date Time
»C IReport Columns: Customer Barcode
Reports Item Barcode
» outaut Title Proper (normalized)
Selected Folder: testing
[Choose afolder to store this report definition: L= Report Folders
- testing
Column Transform Action User Params
Hold Request -= Capture DateTime Age Greater than vl Days) |
1 é
2
Hold Request -= Pickup Library Raw Data Equals 2
5
6
Outpae Options ;
. Excel Output 8
%
o Mesv output
il
o IHTML Outout 12
e Bar Charts 13
o [MLine chars 1
15
A 16
Recurring Report: O 17
i 18
Recurrence Interval: il l:l 19
e e HIS
Run AsAP 4] or at: at ight |

ISend completion notification to this Email address:

Selected Folder:

[Choose afolder to store this report’s output: ¥ Output Foldets
U tosting
Sawve Report

<

14 start ke 3 et = Client 3 2 [= = &)@, 1a0am

Give this report a name, such as “Item Age and Last Checkout 9/2/2008”. You can also give the report a description.

Next, chose the folder to store the settings for this report for later reuse. The Union County Public Library “Report
Folder” we created earlier appears. Click this and the Selected Folder: will be followed by a bold Union County Public
Library signifying that this is the selected folder.

If there are any user parameters you will need to set, such as how old of holds you want to prune or what library the
hold was requested to be picked up at, you can set that from this screen.

Also, Evergreen Indiana gives administrators the chose of Excel (.xls), CSV (.csv) or HTML (web based) reports. You can
select any combination or even all of these report outputs based on your needs and preferences.
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Creating Report Templates

Next, administrators can set the report to recur, and if so how often. Also, you can choose to run the report
immediately by checking the box “ASAP” or schedule a time for the report to run. If an email address is provided,
Evergreen will dispatch an email to that address stating that report has been completed.

The final step in the reporting process is to select an output folder. This is again done by clicking on the “Output Folder”

4

we created earlier appears. Click this and the Selected Folder: will be followed by a bold Union County Public Library

signifying that this is the selected folder.

Recurrence Interval:

Run ASAP [ or at:

Send completion notification to this Email address:

Choose a folder to store this report's output:

2008-09-03 | at| Midnight »

Selected Folder: Union County Public Library

‘_!' I output Folders
-3 Union County Public Librang

To save and run the report (if ASAP was chosen) click “Save Report”.

The “Action Succeeded” message will appear.

The page at hitp:/fdemo.gapines.org says: PX|
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Creating Report Templates -

To view the report, click on “Output” under “My Folders”. Place a check in the box next to the reports you wish to view
outputs for, in this case “9.2.2008 Testing Clean Holds Shelf”. After selecting the desired report to view, click “Submit”

¥ 3: admin@HMMPL isL-mikepeters.evergreen

File Edt Search Grculation Cataloging admin () Help
1 Local Administration |

You are logged in as admin

pavFolders Manage Folder Contents Manage Folder |
4= Templates
& Beports testing: created by admin
¥ Soutput
g Wiew report output - H Submit ]
BN
testing
Limit output to + | Pending tems
Shared Folders 2 - &
(W) Templates No items to display
(=
Reports
Limnit output to Completed kems
>3 putut
Select MNune‘ report ‘ run_time | complete_time |runner ‘ email |folt|er |error_text | excel_format | itmi_format | csv_format
9.2.2008
Testing Clean QDT:_E;%'DS QDE;E{E;B{DS admin 1 1 t t
Holds Shelf
Prune Hold  2008-09-03 2008-09-03 =
o Shelf 11:40 11:40 adimm [ 1 ! L
Pruning Old ~ 2008-09-03 2008-09-03
O ftems 11:38 11:38 admin ! ! ! f
2008-08-27 2008-08-27 _
O J 15:58 15:56 admin - mryander@ogmail com 1 1 t f
7-day hold 2008-08-27 2008-08-27 i
O shelf report 1538 1538 admin  mrlander@amail.com 1 T t T
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The selected reporting outputs will appear.

Creating Report Templates

¥ 3: admin@HMMPL-isl-mikepeters.evergreen.lib.in.us

Eile Edit Search Circulation  Cataloging

| 1 Local Administration | 2 Repart Output: 9.2.2008 Testing Clean Holds Shelf

Admin (-} Help

9.2.2008 Tasting Clean Holds Shelf (Bar

0.2.2002 Testing Clean Holds Shelf (Bar)

9.2.2008 Testing Clesn Holds Shelf
9.2.2008 Testing Clean Holds Shelf

Tabular Output - Excel Output - CEV Dutput

Print Page

You can click Excel and CSV to save those respective files to your local hard drive for editing/viewing or you can click

“Tabular Output” to view and print the output in HTML format, as shown on the next page.
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Creating Report Templates

Eile Edit Search Circulation  Cataloging Admin (-} Help

1 Local Administration | 2 Report Output: 9.2.2008 Testing Clean Holds Shelf

Go Back Print Page:
~
Fickup Library] Capture DsterMme |Customer Barcode| kem Barcods Title Proper [normalized)
HMMPL [2002-12-10 00:00:00-05[23945000036455_|33946000353020 1overandom
HAMPL [2003-01-03 00:00:00-D5[23946000036458_[33946001303051|the a.b.c. murders
HMMPL |2003-04-10 00:00:00-04(23046000026456  [3204500102562 1|wise blood
HMMPL [2003-04-11 00:00:00-04[23945000036485_[33946000032821 |bride of pendoric
HMMPL |2003-05-20 00:00:00-04|23046000026456  [32045000011763|bre akdfast of champions
HMMPL [2003-05-14 00:00:00-04[23945000036455_|33996001318020(the waterboy
HAMPL [2003-08-03 00:00:00-04[23946000036458_|33946001232812|blood and gald, or, the story of marius
HMMPL |2003-08-08 00:00:00-04(23046000026456  [32096000579330|the runaway jury
HMMPL [2004-05-07 00:00:00-04[23945000 140262 _[33996001454580 catch me if you can
HMMPL |2006-03-21 00:00:00-05(23046000207792  [32046001280679|mighty adwenturer of the planet
HMMPL [2006-01-07 00:00:00-05[23945000233640_[33946000364506|public ports for indiana
HAMPL [2008-04-30 00:00:00-04LIBCIRCUSE [3394800 1583107 [fox in sacks, hortan hatches the egg and other staries
HMMPL |2008-06-18 00:00:00-04(230460002 14228  [320450007 35550|b asket #70
HMMPL [2006-05-20 00:00:00-0423945000223931_|33946000009702 jumaniji
HMMPL |2008-06-25 00:00:00-04(23045000204237  [330945001845622 |the secrets of peaches
HMMPL [2006-05-28 00:00:00-04[23945000252748_|3399600195 1346 ]d awn river
HAMPL [2008-05-28 00:00:00-04[23846000 162088 _[33946000825652|when jessie came aciossthe sea
HMMPL |2008-07-07 00:00:00-04(23045000044823  [320496000058805 inte wiew with the wampire
HMMPL [2006-07-07 00:00:00-04[23945000 126600 _|33996002030342 fzarles: fourtzen
HMMPL |2008-07-07 00:00:00-04/23046000 121803 [33045001982730the final waming
HMMPL [2006-07-08 00:00:00-04[23945000217288_[3394600137046 1 |hwilight
HAMPL [2008-07-08 00:00:00-04[23846000254058_[33946001683433flush
HMMPL |2008-07-11 00:00:00-04(23046000 177367  [330950019400985 hwilight
HMMPL [2006-07-11 00:00:00-04[23845000 177367 _[33946002005850(the host
HMMPL |2008-07-12 00:00:00-04(23046000 191749 [33045002037006|fe arless fourteen
HMMPL [2006-07-12 00:00:00-04[23945000255048_[33996001106875]the horse and his bay
HMMPL [2008-07-14 00:00:00-04[23045000230315_[330460017 47528 |wilight
HMMPL |2008-07-15 00:00:00-04(230460002 15563 [33095001578346|something borrowed
HMMPL [2006-07-15 00:00:00-04[23945000 152363 _|3399600201307 1 |raven rise
HMMPL |2008-07-18 00:00:00-04(23045000232006  [33845001448831|get on the ball
HMMPL [2006-07-18 00:00:00-04[239450000 14057 _[33946002035793 the shack
HMMPL [2008-07-18 00:00:00-04[23045000267766_[33046002034304|the monster of flarence
HMMPL |2008-07-22 00:00:00-04(230465000 190642  [33095001985351 e nty wishes
HMMPL [2006-07-23 00:00:00-04[23945000 102767 _|33946001807242|dear john
HMMPL |2008-07-23 00:00:00-04(230465000 164050 [3384500188287 1/this i beliewe
HMMPL [2006-07-23 00:00:00-04[23945000227402_[33946002039332 menk
HMMPL [2008-07-24 00:00:00-04[23045000188315_|33046001386322 |private lessans
HMMPL |2008-07-24 00:00:00-04(23045000249653  [32096000110762|brideshead revisited
HMMPL [2006-07-25 00:00:00-04[23845000096145_[33946002028143 |fractured
HMMPL |2008-07-26 00:00:00-04(23045000254050  [33845001885206the invention of hugo cabret
HMMPL [2006-07-25 00:00:00-04[239450000 13760 _|33946002036381 ion me
HMMPL [2008-07-28 00:00:00-04[230450002 17825 _|33046001472764]the amazing spiderman
HMMPL |2008-07-20 00:00:00-04(230465000 120382  [33046001575419|the city of ember
HMMPL [2006-07-30 00:00:00-04[23945000 134624 _[33996001760854|mercy watson goes for a ride
HMMPL |2008-07-20 00:00:00-04 (23046000 124624 [3304500 1964802 |skippyjon jones in the dog house
HMMPL [2006-07-30 00:00:00-04[23945000 192465 _[33946001273341 final fantasy: unlimited
HMMPL [2008-07-31 00:00:00-04[22045000 186448 _|33046000004500 [sammy the seal
HMMPL |2008-07-21 00:00:00-04(23045000247442  [330496002035118|the shadd
HMMPL [2006-05-01 00:00:00-04[23945000 149937 _[33946001572646 above the vail
HMMPL |2008-08-01 00:00:00-04(23045000232 152  [33046002040058|atemis fowl
HMMPL [2006-05-01 00:00:00-04[23945000242302_|33996001974360 people of the book
HMMPL [2008-08-02 00:00:00-04[23045000 118064 _[33046000731006the diving bell and the butterly
|_|HMRMPL |2008-08-02 00:00:00-04|23946000242789  |33045001911754|love, stargirl b

From here, you can print this page, or go back to chose the CSV or XLS reports, if they were created. These can be
imported into Excel for further review and editing.
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